State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst 0100-5157-014 50000144 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Executive/AESO
GOLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Linda Scherr Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
JCM 01/25/2012

P eg_c;j%rg of Activity

POSITION SUMMARY

Under direction of the Staff Services Manager Il and in support of the Business Operations Deputy
Director, of the Department of Water Resources, the incumbent is responsible for performing a
wide variety of consultative and analytical assignments.

ESSENTIAL FUNCTIONS

The position requires that the incumbent have a thorough knowledge of varied and complex
polices, procedures, and departmental operations; be familiar with the Department of Water
Resources' program operations in order to assist the public and others upon request; be able to
analyze problems and take effective action; handle sensitive and confidential assignments with tact
and diplomacy; work under pressure and time constraints; handle changing priorities; establish
and maintain cooperative working relationships with Department of Water Resources’ management
staff, and others contacted in the course of work; communicate effectively both orally and in
writing; maintain regular, consistent, predictable attendance; and, exercise good judgment.

25% Research and analyze data needed by the Department of Water Resources' Workplace Safety
Project as assigned by the Executive Advisors on behalf of the Deputy Director. Function as a
technical adviser on DWR safety issues to departmental managers, consultants, and contractors to
assist them in preparation of correspondence and administrative reports requested by the
Executive Advisors, as well as the Deputy Director of Business Operations. Assist in the collection
and analysis of data in the process of policy formulation; assist with the development of policy
directives as necessary. In reference to workplace safety issues, develop procedures for review of
issue memos for directorate decisions and oversee policy issue review and the interpretation of
directorate policies to program management and other entities. Responsible for accurately
compiling and filing records and notes from division/office meetings. Assist with the Workplace
Safety Project records management.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Linda Scherr >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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CLASSIFICATION
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Staff Services Analyst 0100-5157-014 50000144 1
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SAP PERSONNEL NO. | DIVISION/SECTION
Executive/AESO

Percent of
Time

Activity

20%

15%

15%

10%

10%

5%

Under general direction, gather, tabulate, and analyze program expenditures and contract invoices
for payment. ldentify and make recommendations for corrections of deficiencies with
consultant/contractor invoices. This requires close coordination and consultation with
participating DWR organizations' budget, accounting, and program control staff.

Assist the Business Operations Deputy Director's Safety Project Manager to establish and maintain
work rules and operating procedures relating to the Workplace Safety Project. In compliance with
divisions and offices under the Business Operations Deputy Director's purview, develop,
implement, oversee and coordinate all task order development.

Respond to Workplace Safety Project information requests by researching, analyzing and
preparing responses for the Executive Advisors' signatures to ensure conformance with
departmental policies; identify priority of items of critical concern and work with the Executive
Advisors to determine a course of action; independently prepare letters and memos for various
high-level signatories; analyze, develop, and implement recommendations for improving the
efficiency and effectiveness of Workplace Safety Project communications.

Research, obtain, and prepare data for speeches and reports requested by the Business
Operations Deputy Director's Executive Advisors; determine the type of information needed;
develop and obtain information, visual aids, technical materials and handouts that accompany the
speeches; prepare presentation materials for Workplace Safety Project meetings on a wide variety
of regulatory topics and craft the information to the target audience (i.e. Director, Deputies,
Managers, Supervisors, Rank and File, general public, and contractors) in support of the
Department’s development of a comprehensive department-wide safety program. This requires
utilization of a wide variety of computer software.

Participate in Workplace Safety Project executive staff meetings, including development of agenda
items and supporting documentation; coordinate staff presentations and attendance by guests.
Assist the Business Operations Deputy Director's Executive Advisor on task forces and coordinate
staff involvement in various technical and executive committee meetings and management
conferences.

Develop, project and oversee all Safety Program travel expenditures; communicate and oversee the
accurate completion of travel related documentation. Provide administrative support as required.
Occasional travel to DWR field locations as required.
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	activity: POSITION SUMMARY
Under direction of the Staff Services Manager II and in support of the Business Operations Deputy Director, of the Department of Water Resources, the incumbent is responsible for performing a wide variety of consultative and analytical assignments.

ESSENTIAL FUNCTIONS
The position requires that the incumbent have a thorough knowledge of varied and complex polices, procedures, and departmental operations; be familiar with the Department of Water Resources' program operations in order to assist the public and others upon request; be able to  analyze problems and take effective action; handle sensitive and confidential assignments with tact and diplomacy; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships with Department of Water Resources’ management staff, and others contacted in the course of work; communicate effectively both orally and in writing; maintain regular, consistent, predictable attendance; and, exercise good judgment. 

Research and analyze data needed by the Department of Water Resources' Workplace Safety Project as assigned by the Executive Advisors on behalf of the Deputy Director.  Function as a technical adviser on DWR safety issues to departmental managers, consultants, and contractors to assist them in preparation of correspondence and administrative reports requested by the Executive Advisors, as well as the Deputy Director of Business Operations.  Assist in the collection and analysis of data in the process of policy formulation; assist with the development of policy directives as necessary.  In reference to workplace safety issues, develop procedures for review of issue memos for directorate decisions and oversee policy issue review and the interpretation of directorate policies to program management and other entities.  Responsible for accurately compiling and filing records and notes from division/office meetings.  Assist with the Workplace Safety Project records management.  
	classification: Staff Services Analyst
	appointee: 
	dwr position number: 0100-5157-014
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	division: Executive/AESO
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	activity2: Under general direction, gather, tabulate, and analyze program expenditures and contract invoices for payment.  Identify and make recommendations for corrections of deficiencies with consultant/contractor invoices.  This requires close coordination and consultation with participating DWR organizations' budget, accounting, and program control staff.

Assist the Business Operations Deputy Director's Safety Project Manager to establish and maintain work rules and operating procedures relating to the Workplace Safety Project.  In compliance with divisions and offices under the Business Operations Deputy Director's purview, develop, implement, oversee and coordinate all task order development.   

Respond to Workplace Safety Project information requests by researching, analyzing and preparing responses for the Executive Advisors' signatures to ensure conformance with departmental policies; identify priority of items of critical concern and work with the Executive Advisors to determine a course of action; independently prepare letters and memos for various high-level signatories; analyze, develop, and implement recommendations for improving the efficiency and effectiveness of Workplace Safety Project communications.

Research, obtain, and prepare data for speeches and reports requested by the Business Operations Deputy Director's Executive Advisors; determine the type of information needed; develop and obtain information, visual aids, technical materials and handouts that accompany the speeches; prepare presentation materials for Workplace Safety Project meetings on a wide variety of regulatory topics and craft the information to the target audience (i.e. Director, Deputies, Managers, Supervisors, Rank and File, general public, and contractors) in support of the Department’s development of a comprehensive department-wide safety program.  This requires utilization of a wide variety of computer software.

Participate in Workplace Safety Project executive staff meetings, including development of agenda items and supporting documentation; coordinate staff presentations and attendance by guests.  Assist the Business Operations Deputy Director's Executive Advisor on task forces and coordinate staff involvement in various technical and executive committee meetings and management conferences.  

Develop, project and oversee all Safety Program travel expenditures; communicate and oversee the accurate completion of travel related documentation.  Provide administrative support as required.  Occasional travel to DWR field locations as required.
	supervisor name: Linda Scherr
	employee name: 


